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RSVP now for the AICPA Cruise
For the second year in a row, Team AICPA is going to party on the Hudson aboard

Spirit Cruises on Monday, August 10 from 4:00pm to 7:00pm. To help us with the
planning of this special event, we are asking all interested employees to RSVP to

“Team Cruising” by July 10th to let us know you will be coming aboard. Read on for

the details:

When:

Monday, August 10 from 4:00pm to 7:00pm (Please note that the boat will depart at 4:00pm
SHARP). The Harborside and Manhattan offices will close at 3:00pm that day so that you can get

to the pier on time.
Where:

Boarding is at Pier 62 at Chelsea Piers in Manhattan. (Please stay tuned to FastFact for directions

and transportation information.)
Who:

Full-time & part-time employees. (Please bring your Photo ID)

How:

R.S.V.P. before July 10th to “Team Cruising” Human Resources.

If you have any questions concerning the cruise please e-mail “FastFact” and we will be glad to answer your
queries. In the meantime, please fill out the RSVP below and return it to “Team Cruising,” Human Resources.

R.S.V.P.
Yes, I'm coming on board for Team AICPA's Monday Night Cruise on August 10th:

(Name)

(Team Name)

(Team #)

OUR QUALITY POLICY STATEMENT IS:
"AICPA. MEETING TODAY’S CHALLENGES. EXCEEDING TOMORROW’S EXPECTATIONS”

IMPORTANT NEWS FROM MEETINGS AND TRAVEL

Send Your Change Of Plans To The Meetings & Travel E-Mail Box

When requesting a meeting room, the electronic meetings form for NY/NJ automatically is
sent to the Meeting & Travel e-mail box. However, if you have any changes to your request,
send the changes to the Meetings & Travel e-mail box—please do not send your
changes to an individual team member from Meetings & Travel. This will ensure that all Meetings & Travel team
members will see the change to the request. If you do not send your changes to the Meetings & Travel e-mail box,
the team cannot guarantee that the meeting form will be processed within 24 hours.
Post The Meetings & Travel Icon On Your PC

If you would like to have the meeting form icon on your computer, please see the MIS bulletin board e-mail
message dated 4/4/96. These instructions will help you execute this program.
Transposing Of Dates Being Addressed

Recently, the Meetings & Travel team noticed that the in-house meeting form for all three offices has been
transposing the meeting date information. For example: if the meeting date is for 07/02/98, the date gets transposed
to 02/07/98 and this has caused confusion for all of the people involved in booking and servicing the meeting. MIS
is looking into this problem. Meanwhile, the Meetings & Travel team asks that you type out the name of the month
and date in the comments field of the form to prevent any confusion (i.e.: “July 02, 1998”).

The Meetings & Travel team thanks all Team AICPA Members for their cooperation and patience.

CATCHING UP WITH DISTRIBUTION SERVICES

Your Efforts To Cut Back On Unnecessary Overnight Mail Costs Are Appreciated...

Please help Team AICPA reduce overnight and courier mail costs, which are currently running $250,000 per
year. By planning ahead and using First Class mail for letters or materials up to two pounds we can realize
significant savings, and delivery is still accomplished within two-to-three days. For materials heavier than two
pounds, UPS ground usually delivers in two-to-six days. If you have any questions about any of the mail
services, please contact your office’s Distribution Services Team.
...But When You Absolutely Must Use An Overnight Service, Choose DHL

Recently, a FastFact article in the 5/19/98 issue (#64) recommended that for overnight mail services, AICPA
employees should choose Airborne Express, an affinity program partner. However, recognizing that DHL rates are
currently more favorable to the AICPA, DHL Worldwide Express is, now, the carrier of choice. The current AICPA
negotiated rates for using DHL vs. Airborne are outlined in the table below:

.... Lettersize
8oz or less
> 8oz - 1 lb
2 lb
3 1b
4 lb
5 lb

$6.53
$6.53
$6.53
$7.62
$9.25
$10.88

$7.10
$7.35
$7.35
$9.70
$12.10
$14.70

So when overnighting your mail is absolutely necessary, the carrier to use is DHL.

Mail Pick-Up And Delivery Schedules

Following are the mail pickup and delivery times for each office:
SERVICE
• Regular mail pick- up
and delivery

Ne Jersey
• 9am, 11am, 3pm, 4pm

New YorkDC
•

9am, 11:30am, 4pm

• Overnight mail pick-up

•

Overnight mail
delivery

•

•

•

•

Distribution Services will
collect outgoing certified
mail if ready on or before
the 1 lam pick up time.

•

If outgoing certified mail
is ready between 11am12 noon, it must be handdelivered to Distribution
Services.
All outgoing mail that is
ready to go after 4pm
must be hand-delivered
to Distribution Services,
and you must call
Distribution Services
(x3907) by 5pm to
inform the Team that
your mail is on the way.

Certified mail pick- up

•

•

Priority & Next Day:
11am-12 noon
Outgoing certified mail
must be ready no later
than 12 noon.

All outgoing mail
ready after last pick-up

•

The absolute latest time
Distribution Services will
take your outgoing
regular mail is 5pm.

•

The absolute latest time
Distribution Services will
take your outgoing
overnight mail is 5:30pm

Priority & Next Day :
11am-12 noon
• Outgoing certified mail

•

•

First distribution:
7:30am-8am

•

All other pick-up &
delivery: 11:30am12 noon, 3pm, 4pm
Priority & Next Day:
11am-12 noon
Certified mail can be
picked up ar any time
during the day.

•

•

and messenger service

(NYC) packages must
be to Distribution
Services by 3pm

•

All outgoing mail that
is ready to go after 4pm
must be hand-delivered
to Distribution
Services.

•

For all outgoing mail
that is ready to go after
4:30pm, please call
ahead to Karl Anglade
atx4236.

•

The absolute latest time
Distribution Services
will take all outgoing
mail is 5pm

•

The absolute latest time
Karl will take all
outgoing mail is 6pm.

Please note: All overnight mail materials (pre-printed forms, special shipping envelopes, etc.) are available from
Distribution Services. If your Team’s overnight mail materials supply is running low, please call your office’s
Distribution Services team to receive more stock.

Distribution Services thanks all Team AICPA Members for their continued support.

ATTENDANCE ALERT!
Please Take Note of the Following Important Attendance Announcements

WEEK ENDING 6/26 ATTENDANCE DUE THIS FRIDAY, 6/26/98

Due to the upcoming Independence Day Holiday, all attendance time cards/sheets for the week ending 6/26/98
should be forwarded to HR by close of business on Friday 6/26/98. DC office employees: please put your
attendance in the overnight mail to HR on Friday 6/26/98. As always, the Human Resources and Payroll Teams
appreciate your assistance.
ATTENTION EMPLOYEES ON FLEXIBLE WORK ARRANGEMENTS:

Due to the upcoming Independence Day Holiday, all employees on a CWW schedule must revert back to a 35-hour
work week schedule for week ending 7/3/98. Employees on a 9/70 schedule must revert back to a 35-hour work
week schedule for the weeks ending 7/3/98 and 7/11/98. For week ending 7/18/98, employees may go back to their
CWW or 9/70 schedules.

NOTARY NOTICES

Here at Team AICPA, we are pleased to provide you with on-site Notary
Publics who can notarize your important documents. However, if you
require the services of a Notary, please keep the following in mind:

All signing parties must be present. For example, if an employee has a document that needs to be signed by his or

her spouse (such as a 401(k) loan application), the spouse must also be present to sign—Notaries cannot accept
already signed papers.
All documents should have the proper wording already incorporated. The Notary’s job is to fill in the blanks,

sign, stamp and seal the document—only on rare occasions will a Notary be attaching a certificate because the
proper wording is not already on the document.
Please be considerate and call ahead for an appointment. To find out who on staff is an AICPA Notary, please

check the Team AICPA Telephone Directory for those employees with a † symbol next to his or her name.

OUR QUALITY POLICY STATEMENT IS:
“AICPA: MEETING TODAY’S CHALLENGES, EXCEEDING TOMORROW’S EXPECTATIONS”

